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Course 1: Introduction to EMITOnline

Overview

After completing this course, you should be able to:
e Access EMITOnline through the DOIT system.
e Log into EMITOnline using your unique user ID and password.

Getting Help

Questions regarding the proper use of EMITOnline should be directed to the Connecticut DEP
Help Desk. Users should contact the Help Desk to report problems or log questions pertaining to
the following:

e Username or password problems that are keeping a user from logging in.
e Questions related to the use of the knowledge based questions.

e Questions on system functionality.

e Specific questions related to Air Management policies or regulations.

e Problem areas and design issues that result in inefficiencies and hardship.
e Defects that result in errors or unexpected outcomes.

To contact the DEP Help Desk use the following phone number or email address:

Phone: 860-424 -3882
Email: dep.helpdesk@ct.gov

Course 1: Introduction to Page 5 of 74 1/26/2010
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Module 1: EMITOnline Access and Login

EmitOnline access privileges are defined when prospective users submit a request to DEP for a
user account and password.

A user account name and password will be used to log into the Connecticut EMITOnline
application portal. Access to EMITOnline is granted after verifying a user’s credentials.

Privileges associated with these credentials will either limit or expand EMITOn/line functionality
that will be accessible to a user.

The Connecticut Department of Information Technology manages the process for assigning and
distributing EMITOnline user accounts and passwords. User accounts and passwords are
distributed by Connecticut Department of Environmental Protection. Contact the Air Technical
Services Section with questions on obtaining an account and password. This training course will
briefly discuss the process for obtaining access and logging into the system. More extensive
training in this area can be offered at a later date should it become necessary.

Course 1: Introduction to Page 6 of 74 1/26/2010
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Module 2: Navigating Through EMITOnline

After completing this module, you should be able to:

e Identify the different elements that appear on an EMITOnline screen

¢ Understand the functions of the navigation panel

e Use the online help function

e Access general help

e Access the EMIT Users Manual

Navigating through the EMITOnline system is easy once you get the hang of it. The screen
example below illustrates the different elements that make up a typical screen. You will not see
every one of these elements on every screen. Descriptions for each of these elements follow.

Tasks
» Administration
» Fees
» File Extract
» Inventory
» Reporting Peniod
» Surveys

» General Help
» User Manual

Links

» DEP Home
» DEP Contacts

@0[’

STATE OF CONNECTICUT

Logged in as : EMITDER2

» Emission Reporting

Navigation
Panel

Department of
Environmental Protection
EMITOwMine - Development
EMIT HOME
Home » Inventory > —< Breadcrumbs Help
Site Details
X¥Z INC )
Site: { HYZING Client Number: a
123 CORPORATE DRIVE Town-Prem: 000-000
NEW HAVEN, Connecticut 05505 Status: Accepted
Record Panel i e
Source: </BLR JOHNSTON 5163ACG [
S0C: - rade 4 Oil M
Record Data Tabs r - =
{ Action Bookmarks Inventory
Site Infermation ” Site Ovnership || Site Contacts ” Site Emissions ”s«.rcn H Mise. Emissions
Filter Criteria 5
Source List - (13 items)
Pointld EUID SourceType Sourcelame Status  Options
R Process COATING TOWER #2 Salect ~
R Process COATING TOWER #3 Salect
R Process COATING TOWER #4 Salect
R Process . COATING TOWER #5 Select
R Process Grid COATING TOWER #5 Salect
R Process COATING TOWER #1 Salect
P101 Incinerator HIRT TXL FUME INCIN Salact
P102 Process KROENERT COATER/LAMINATOR Salect
P13 Incineratar HIRT 4000 FUME INCIN Salsct
P24 Boiler BLR JOHNSTON 516SACG Salect o
Add New Source F2
New Source Namae:
New Source Type: w
New Function: o Panel
Paint 1D Number:
Cancel
Homa | CT.gov Home | Send Feedback
State of Connacticut Discipinngr and Privicy Policy, Copyright ® 2002, 2003, 2004, 2005. 2008, ana 2007 State of Connecticut

Course 1: Introduction to
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Navigation Panel
The Navigation panel appears on the left-hand side of the screen. As its name implies, it is used

to navigate to the appropriate functional area. Clicking a navigation link displays the first logical
screen for the selected functional area.

Clicking General Help launches the EMIT online help system, complete with a table of contents,
keyword search functionality, and a glossary.

ﬂ This differs from clicking Help in the top right-hand corner of the screen.
Clicking Help launches context-sensitive help, that is, help for the
specific page you are viewing.

Clicking User Manual launches the EMIT User Manual, which essentially is a printable version of
the EMIT online help system.
Tasks

» Administration

» Emission Reporting
sl Navigation Link
» File Extract

» Inventory
» Reporting Penod
» Burveys

Help

» General Help
» User Manual

Links

+ DEP Home
» DEP Contacts

$) Not all of the navigation links shown under the Tasks section shown
above are available to every user. Only links to tasks to which the user
has access are visible.

Course 1: Introduction to Page 8 of 74 1/26/2010
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Breadcrumbs

Breadcrumbs are navigation aids that enable a user to keep track of his or her location within
EMITOnline. As one may guess, the term comes from the trail of breadcrumbs left by Hansel and
Gretel in the popular fairytale. Breadcrumbs provide a trail for the user to follow back to a
previous screen in the EMIT hierarchy. They appear in a row near the top of each screen. Each
breadcrumb is separated by a greater-than sign (>). Clicking a breadcrumb returns the user to
the corresponding page in the hierarchy. For example, clicking the Site Details breadcrumb
returns the user to the Site Details screen. From there, the user can select the appropriate tab
on the screen to access the corresponding data.

Home > Inventory > Site Details > Source Details >

SCC Details \
\ Current Screen

Current Location
(always grayed out)

Record Panel

The Record panel appears near the top of inventory and emissions reporting screens. It displays
high-level details for the selected company. If multiple records exist for a company, you can use
the record selector, that is, the back («) and forward (») arrows that enclose the record.

HYZ IMC

Site: \ XYZINC [ Cliant Numbar: a
it e T Town-Prem: 003-000
lﬁﬁ;\?ﬁT:}:ff s0s Status: Accaptad
PRI RAVER, LomeRins Period: 1991

— ¢ BLR 00 3t5TEIRS N

SCC: (\_10203534 = Distillate Oil = Grade 4 Jil

Record Selector

0 Not all of the data shown above appears on every screen. The active
screen displays only the appropriate data for that screen.

Activity Tabs

Activity tabs contain functions common among the screens in the Inventory, Emissions
Reporting, and Surveys functions of the EMITOnline system, for example, changing the status of
an emissions record. Clicking a tab displays a set of fields and buttons corresponding to the
functions of the selected tab.

Repors Action Bookmarks Documents MNoles Imventory |

ﬂ There are six activity tabs currently available in EMITOnline. Not all of
the tabs appear on every screen. The active screen displays only the
appropriate tabs for that screen.

Record Data Tabs

Record data tabs are logical divisions of related data that make up a record. This makes it easier
to view and enter data, and minimizes the need for scrolling. The active tab appears in light blue.
The number of tabs and their labels vary among screens. The example below depicts the record
data tabs on the Site Details screen.

Course 1: Introduction to Page 9 of 74 1/26/2010
EMITOnline



Connecticut Department of Environmental Protection EMITOnline Training Guide—External Site User

. ’ o o1 N[ |
Site Information | | Site Ownarship ] Site Contacts || Site Emissions || Sources || Misc, Emissions

Panels

Panels are a set of fields placed in a logical grouping within a screen or tab. Each panel has a title
bar that contains the name of the panel. Most panels can be expanded by clicking the Expand
(¥) icon and collapsed by clicking the Collapse (&) icon. Generally, the default view is the first
(or only) panel on a screen is expanded and the rest of the panels are collapsed.

Owner & Owner Mailing Address
Clhent Number: 0 q Title Bar
Name: XvZINC ]

~—— Field
Addrass Line 1: 3250 CONGLOMERATE BLVD

Address Line 2:

City: BRIDGEPORT

State: Connecticut b Button

ip: 06555 - -
“e Drop-down List |
Phone Number: (203} 000-0000

Cancel

Data Grids

Many panels contain a data grid, or a table, of records that a user can view, and in some cases,
can edit, delete, or add a record. The grids are read-only by default. Those that can be edited
have an Options column, whereby the user can select an option and take further action on a
record.

Grids containing column headings appearing in blue underlined type can be sorted by clicking the
appropriate heading. The default sort is generally by the first column in the grid. In the example
below, the grid is sorted by point ID. Clicking the Source Type heading sorts the list by source
type. The first time a heading is clicked, the records are sorted in descending order according to
the heading clicked. If the same heading is clicked again, the records are sorted in ascending
order.

Source List - (13 items)

Pointld EUID  SourceType Sourcelame Status  Options
5 Process COATING TOWER #2 Saleck
] Process COATING TOWER =3 - Salect
R Process COATING TOWER #4 Link Salect
] Process COATING TOWER &5 Salect
5 Process COATING TOWER #& Saleck
] Process COATING TOWER #1 Salect
P101 Incinerator HIRT TxL FUME INCIN Saleck
Pi02 Process KROENERT COATER/LAMINATOR w
P13 Incinerator HIRT 4000 FUME [NCIN Saleck
P24 Boiler BLR JOHNSTON 5165ACG Salect
Exercise:

1. Click Inventory in the Navigation panel to display the Inventory screen.

2. Identify the elements on this screen.

Course 1: Introduction to Page 10 of 74 1/26/2010
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3. Click the Advanced Search title bar to display the Advanced Search panel. Notice
how this panel expands and the Basic Search panel collapses.

4. Click the Advanced Cascade Search title bar to display the Advanced Search panel.
Notice how this panel expands and the Advanced panel collapses.

0 The different methods of searching will be covered later in your
training.

5. Click Help in the top right-hand corner of the screen to display context sensitive help
for that screen. Read through the help page to familiarize yourself with what to expect
on a typical help page. Click a few links to display related help. When finished, closed
the help page.

6. Click General Help in the Navigation pane to display the EMIT online help system.

7. Click to display the table of contents/search/glossary pane, which appears on the
left-hand side of the help window.

8. Click Emit Screens to expand the Emit Screens directory, then click Inventory
Update Screens to expand the inventory Update Screens directory, and then click Site
Details Screen - Site Information Tab to display the help page for that screen.

9. C(lick the Site Ownership link under the About the Site Details Screen - Site
Information Tab heading. Notice how the help page for the Site Ownership tab
displays in a pop-up window on your original page. Click off the pop-up window to close
it.

10. Click the Record panel link under the Record Panel heading to view help on a record
panel. When finished, click off the pop-up window to close it.

11. Click the Activity tab bar link under the Activity Tab Bar heading to display help on
the Activity tab bar. Close the pop-up window and click the Reports link. Notice that
only the help for the Reports tab is displayed. Close the pop-up window and click
additional links under the Activity Tab Bar heading to view help on additional
activities.

12. Scroll up and click the How Do I ... heading to display a drop-down list of procedural
topics related to this screen.

13. Click the Update Emissions Inventory link to display the Update Emissions Inventory
procedural help topic. Notice that clicking on this type of help page navigates you away
from your original page.

14. Click the Maintain Site Data link under the Overview heading. Notice how you are
directed to that section of the help page.

15. Scroll back up to the Overview heading and click additional links.

16. Scroll to the bottom of the page and click to display a list of help topics
related to updating emissions inventory. Click Add a Source to display the Add a
Source help topic. Notice how you are navigated away from the Update Emissions
Inventory help page.

0 If only one help topic is related to the current topic, the system
navigates you directly to that topic.

Course 1: Introduction to Page 11 of 74 1/26/2010
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Course 2: Emissions Reporting

Overview

After completing this course, you should be able to:

Select a site

Enter site data

Enter site ownership data

Enter site contacts data

View site emissions data

Select a source

Add a source

Enter source information
Select a fuel or material

e Add a fuel or material

e Enter fuel & materials details
e Enter emission information
e Enter SCC permit limits
Enter source to stack data
Enter control banks data

Enter source permit data

View source emissions data

Enter miscellaneous site emissions data

) Much of the data is carried over from the previous Emissions Report, so

you may not need to add or update data in every field. For the purposes
of this training, the procedures assume that you will enter data in every
updatabile field.

When you are working in a particular emissions record, it is locked until
you exit the record. Others are prevented from updating the record while
you have it locked. They can only view the data as it existed before you
locked the record.

Course 2: Emissions Reporting Page 12 of 74 1/26/2010
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Module 1: Select a Site

Access
Inventory : Search Inventory
Tasks Click Inventory on the navigation panel.
Inventory —
Emission Re}t\g‘ng
Fees
File Extract

Reporting Penod
Administration
Surveys

#) Not all of the navigation links shown under the Tasks section shown
above are available to every user. Only links to tasks to which the user
has access are visible.

Procedure
The following procedure is used to select a site.
ﬂ You can search using basic criteria, advanced criteria, or advanced
cascading criteria. Access one of these methods by clicking the

corresponding panel bar to expand the panel. The more search criteria
you input, the narrower the results are.

Basic Search Method:

Basic Search

Town Mumber: BRIDGEFORT (15) v

Premises Mumber

Cliant Hurnber:

Street Address:

P Y R W VR o TR PR

Basic Search Panel

1. Town Number drop-down list: select the town name and number. The list is in
alphabetical order according to town.

2. Premises Number field: enter the premises number.
Client Number field: enter the client number.

4. Street Address field: enter the street address.

Course 2: Emissions Reporting Page 13 of 74 1/26/2010
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5. Do one of the following:

e Select the Display Current Inventory check box (default) to display only the
current inventory records.

e Clear the Display Current Inventory check box to display all inventory records
matching the criteria.

6. Do one of the following:
e Select the Site option (default) to display the search results by site.
e Select the Source option to display the search results by source.

e Select the SCC option to display the search results by source classification code
(SCQC).

7. Click [Search]. The search results appear in the Search grid.

8. Click Select in the Options column to select a site record. The Site Details screen
appears.

Advanced Search Method:

Advanced Search

County: w
Tawn: Bridgepart
Site Marme: B E Inc

Jwner:

Source Marme:
Point ID:
Fuel / Material:

Repaort Period: to

Advanced Search Panel

1. County drop-down list: select the county. The list is in alphabetical order according to
county.

Town field: enter the name of the town.

Site Name field: enter the name of the site.

Owner field: enter the name of the site owner.

Source Name field: enter the name of the source.

Point ID field: enter the point ID.

Fuel / Material field: enter the name of the fuel or material used.

Report Period field: enter the beginning date of the report period.

W ® N O U A~ WN

to field: enter the end date of the reporting period.
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10.

11.

12.
13.

Do one of the following:

e Select the Display Current Inventory check box (default) to display only the
current inventory records.

e Clear the Display Current Inventory check box to display all inventory records
matching the criteria.

Do one of the following:
e Select the Site option (default) to display the search results by site.
e Select the Source option to display the search results by source.

e Select the SCC option to display the search results by source classification code
(SCQ).

Click [Search]. The search results appear in the Search grid.

Click Select in the Options column to select a site record. The Site Details screen
appears.

Advanced Cascade Search Method:

Advanced Cascade Search

Client Mumber: 00 w
Town [Hame): MANCHESTER (97) b
Premises Mumber 2w

Source:!

Fuel / Material (SCC): Matural Gas - 10-100 Million Btu/hr (10200602)

BLR CB s00-300 (P'zj M Dizplay Current Inventory Sources I:l

T T e WP S L WU S i S ey
Advanced Cascade Search Panel

1. Client Number drop-down list: select the client name and number. This list is in
alphabetical order according to client name.
2. Town (Name) drop-down list: select the town name. This drop-down list is enabled after
selecting the client number.
3. Premises Number drop-down list: select the premises number. This drop-down list is
enabled after selecting the town name.
4. Source drop-down list: select the source. This drop-down list is enabled after selecting
the premises number.
5. Fuel / Material (SCC) drop-down list: select the fuel or material used. This drop-down
list is enabled after selecting the source.
6. Do one of the following:
e Select the Display Current Inventory check box (default) to display only the
current inventory records.
e C(Clear the Display Current Inventory check box to display all inventory records
matching the criteria.
Course 2: Emissions Reporting Page 15 of 74 1/26/2010
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7. Do one of the following:
e Select the Site option (default) to display the search results by site.
¢ Select the Source option to display the search results by source.
e Select the SCC option to display the search results by source classification code
(SCQ).

8. Click [Search]. The search results appear in the Search grid.

9. Click Select in the Options column to select a site record. The Site Details screen appears.

Exercise:

1. Access the Basic Search panel.

2. Town Number drop-down list: select a town.

3. Click [Search]. The search results appear in the Search grid. Notice that the search
results are displayed by site. Because you searched on town only, all current sites for
the town are displayed. We will narrow the search later.

4. Select the Source option and click to redisplay the search results. Notice that
that the search results are displayed by source.

5. Select the SCC option and click to redisplay the search results. Notice that that
the search results are displayed by source classification code (SCC).

6. Return to the Basic Search panel and in addition to the town, enter (premises number)
in the Premises Number field and then click to redisplay the search results.
Notice that the list is smaller because you narrowed the search by adding search
criteria.

7. Expand the Advanced Search panel.

8. Site Name field: enter the site name.

9. Source Name field: enter the source name.

10. Click [Search]. The search results appear in the Search grid. Notice that only the specific
source you entered in the search criteria is displayed in the search results.

11. Expand the Advanced Cascade Search panel.

12. Client Number drop-down list: notice that this drop-down list is the only one active.
Select a client number. Notice that the Town (Name) drop-down list becomes active.
This is called a cascade search. In a cascade search, the criteria you select in a
particular drop-down list dictates the selections in the next drop-down list.

13. Town (Name) drop-down list: select a town. Notice that the Premises Number drop-
down list becomes active. You can keep cascading down to narrow your search as
needed.

14. Click [Search]. The search results appear in the Search grid.
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15. Clear the Display Current Inventory check box and click .Search. to redisplay the
search results. Notice that all inventory records matching the criteria, not just the
current ones.

16. Find a record in the Search grid and click Select in the Options column. The Site
Details screen appears.
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Module 2: Enter Site Data

The following procedure is used to enter site data.

1. Access the Site Address panel.

Site Address
*Site Name: KYZINC
*Address Line 1: 123 CORPORATE DRIVE

Address Line 2:

*City: BRIDGEPORT A
*State: Connecticut
*ZIP Code: 0B565

B i e L P Y et VIR L P
Site Address Panel

Site Name field: enter the name of the site. This is a required field.

Address Line 1 field: enter the first line of the site's address. This is a required field.
Address Line 2 field: enter the second line of the site's address.

City drop-down list: select the site's city. This is a required field.

State field: system-populated.

ZIP Code fields: enter the site's ZIP Code. The first field is the site's five-digit ZIP code
and the second field is the site's four-digit ZIP code extension. The first field is a
required field.

2.
3.
4.
5.
6.
7.

8. Access the Site Location panel.

Site Location

*Latitude: Wiew Map
*Longitude:

UTM Easting:

UTM Northing:

Zone:

Additional Site Information
N T Y R N s Vo L I ST ey

Site Location Panel

9. Latitude field: enter the site's north-south latitude location. This is a required field.
10. Longitude field: enter the site's east-west longitude location. This is a required field.
11. UTM Easting field: system-calculated and populated.

12. UTM Northing field: system-calculated and populated.
13. Zone field: system-populated.
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14. If necessary, click View Map to launch the SIMS viewer with the location of the site
indicated on the map. If you have privileges on the SIMS system to change site
information, you can select another location for the site (longitude and latitude) that will
update the SIMS database.

15. Access the Additional Site Information panel.

Additional Site Information

Title ¥ Number:

GPLPE:

NAICS Sector: W
NAICS Sub-Sector: w
SIC: ELECTRICAL EQMT & SUPPLIES, NEC W
Subject to 3c: O
e LSNP A N il P ke . i i i, APt e P P, . i

aAdditional Site Information Panel

16. Title V Number field: enter the site's Title V humber.
17. GPLPE field: enter the site's General Permit to Limit Potential to Emit (GPLPE) number.

e The Title V Number and GPLPE fields are mutually exclusive. A
site can be classified as either a Title V site, a GPLPE site, or
neither (but not both).

18. NAICS Sector drop-down list: select the site's North American Industry Classification
System (NAICS) sector, which indicates the type of business the site operates.

19. NAICS Sub-Sector drop-down list: select the site's NAICS sub-sector. This drop-down
list is enabled after the NAICS sector is selected.

20. SIC drop-down list: select the site's Standard Industrial Classification (SIC).

21. Subject to 3c check box: select the check box if the site is subject to fees under Title V
Section 502 (b) (3) (c) (iii).

22. Do one of the following:
e Click to save the site data.
o Click to cancel the site data updates without saving the updated data.

Exercise:
1. Access the Site Address panel.

2. Notice the field labels appearing in blue. You can click a blue label to add a note related
to the selected field. This is covered later in the training.

3. Notice the asterisks (*) in some of the field labels. This indicates that those fields are
required fields.

4. Site Name field: enter the name of the site.
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Address Line 1 field: enter the first line of the site’s address.
Address Line 2 field: enter the second line of the site’s address.
City drop-down list: select the site’s city.

State field: system-populated.

ZIP Code fields: enter the site’s ZIP Code.

¥ 0O N o U

10. Click the Site Name field to display the appropriate fields to add a note.
11. Subject field: enter a subject title, for example, “Site Name Change.”

12. Description field: enter the text of the note, for example, “Site was formerly known as
ABC Company.”

13. Notice that you can attach a document to the note by clicking to select a
document and then click Add Attachment to add the attachment to the note. (We will
not be adding an attachment in this exercise.)

14. Click Save to save the note. Notice the icon (‘3) that now appears after the field. This
indicates that a modification has been made or has been requested to the data in this
field.

= You can also add a note by clicking the Notes tab on the
s -
= Activity tab bar.

15. Access the Site Location panel.

16. Latitude field: enter the site’s latitudinal coordinates.

17. Longitude field: enter the site’s longitudinal coordinates.
18. UTM Easting field: system-calculated and populated.
19. UTM Northing field: system-calculated and populated.
20. Zone field: system-populated.

21. Notice the View Map link. This link is used to launch the SIMS viewer with the location
of the site indicated on the map. If you have privileges on the SIMS system to change
site information, you can select another location for the site (longitude and latitude) that
will update the SIMS database. For training purposes, skip this step.

22. Access the Additional Site Information panel.
23. Do one of the following:

e Title V Number field: enter the site’s Title V number.
e GPLPE field: enter the site’s GPLPE.

e The Title V Number and GPLPE fields are mutually exclusive. A
site can be classified as either a Title V site, a GPLPE site, or
neither (but not both).

24. NAICS Sector drop-down list: select the site’s NAICS sector.
25. NAICS Sub-Sector drop-down list: select the site’'s NAICS sub-sector.
26. SIC drop-down list: select (data).
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27. Subject to 3c check box: select the check box if the site is subject to 3c. Otherwise,
leave the check box cleared.

28. Click to save the site data.
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Module 3: Add a Note and/or Supporting Documentation

Overview

Notes can be added to emission records to provide more detailed information. For example, a
site submitter could add a note explaining why he or she reported certain data that may vary
from the norm.

A note can be added to any screen that has a Notes tab on the Activity tab bar. Along with the
note text, supporting documentation can also be attached to the note. When one or more notes

exist for a record, a notes icon (“5?') appears on the top right-hand side of the screen.

Procedure
The following procedure is used to add a note and/or supporting documentation.

1. Click Notes on the Activity tab bar. The Notes panel appears.

MNotes

D‘\J’iew All Notes

Y e I

MNotes Panel

2. Click Add. The Notes panel displays fields to add a note.

MNotes

[ view Al Notes

From: admin admin Date: 1/15/2010 Subject: Applies To:

Save Cancel
* Subject: | Test Note

* Description: (This is 5 test of the note functionality.

Add Attachment: |C:\Documents and Settings\rswan\My Documents\CT DEP Stuff\CT DEP Help Styles.doc
m—;&.m

Notes Panel (Expanded)

3. View All Notes check box: Click the check box to view a list of the existing notes to the
record, if any. Clear the check box to hide the notes list.

4. Subject field: enter the subject of the note. This is a required field.
5. Description field: enter the note text. This is a required field.

0 Steps 6 and 7 apply to adding an attachment. If you are not adding an
attachment, skip to step 8.

6. Click and then select the file to be attached to the note.

7. Click Add Attachment to add the attachment to the note. You can then click View to
view it or click Delete Attachment to delete it.
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To view an attachment properly, you must have certain security settings
enabled on your Internet browser. See Internet Browser Security
Settings Error! Bookmark not defined..

8. Do one of the following:
e Click Save to save the note.

¢ Click Cancel to cancel the note without saving it.

Exercise:
1. Click Notes on the Activity tab bar. The Notes panel appears.

2. Click Add. The Notes panel displays fields to add a note.

3. View All Notes check box: Click the check box to view a list of the existing notes to the

record.
4. Clear the check box to hide the notes list.
5. Subject field: enter the subject of the note. This is a required field.
6. Description field: enter the note text. This is a required field.
6. Click and then select the file to be attached to the note.
7. Click Add Attachment to add the attachment to the note.
8. Click View to view the attachment.
9. C(lick Delete Attachment to delete the attachment.
10. Click Save to save the note.
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Module 4: Enter Site Ownership Data

The following procedure is used to enter site ownership data.
1. Click the Site Ownership tab.

epartment of
Environmental Protection
.goy EMITOnline

STATE OF CONNECTICUT EMIT HOME
Logged in as : training01 Home = Inwventory = Help
Site Details
Tasks
XYZ INC.
Emission Reporting Site: XYZ INC. Client Mumber: 0
. B 122 CORPORATE DRIVE Town-Prern: 00-00
Administration Status: In Process (Locked) - Training TrainExternall
Period: 2008
Action Bookmarks Notes Inventory
Help

Sources Misc, Emnissions

General Help Site Infarmation || Site Ownership H Site Contacts H Site Ernizsions
User Manual

Owner & Owner Mailing Address

Links Client Number: [u]
DEF Home *Name: KHZ INC.
DEP Contacts +address Line 1: 123 CONGLOMERATE BLVD.

Address Line 2:

*City: WEST PATERSON
#State: Mew Jarzey w
*Zip: 07424

*Phone Number:

Save | | Cancel

Add New Owner w7

Logout
Home | CT.gov Home | Send Feedback

State of Connecticut Disclaimer and Privacy Policy. Copyright 2002, 2003, 2004, 2005, 2006, 2007, 2008 and 2009 State of Connecticut.

Site Ownership Tab

Client Number field: system-populated.

Name field: enter the owner's name. This is a required field.

Address Line 1 field: enter the first line of the owner's address. This is a required field.
Address Line 2 field: enter the second line of the owner's address.

City field: Enter the owner's city. This is a required field.

State drop-down list: select the owner's state. This is a required field.

@ N O 0 kKR WM

Zip fields: enter the owner's ZIP Code. The first field is the owner's five-digit ZIP code
and the second field is the owner's four-digit ZIP code extension. The first field is a
required field.

9. Phone Number field: enter the owner's phone number. This is a required field.
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10. Do one of the following:
e Click to save the site owner data.
e Click to cancel the site owner data updates without saving the updated
data.
Exercise:
1. Click the Site Ownership tab.
2. Notice the field labels appearing in blue. Remember, you can click a blue label to add a
note related to the selected field.
3. Notice the asterisks (*) in some of the field labels. Remember that this indicates that
those fields are required fields.
4. Client Number field: system-populated.
5. Name field: enter the owner’s name.
6. Address Line 1 field: enter the first line of the owner’s address.
7. Address Line 2 field: enter the second line of the owner’s address.
8. City field: Enter the owner’s city.
9. State drop-down list: select the owner’s state.
10. Zip fields: enter the owner’s ZIP Code.
11. Phone Number field: enter the owner's phone number.
12. Click to save the site owner data.
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Module 5: Add a New Owner

The following procedure is used to add a new owner.

1. Expand the Add New Owner panel.

Add New Owner =

*Nanwe: +]
*Address Line 1:

Address Line 2:

*Ciby:

*Stata: hd

*Zip:

*Phone Mumber:

*Date of New ODwnership: H

Save || Cancel

o~
o o P s VA P, e W SNy

Add New Owner Panel

2. Name field: enter the owner’'s name. This is a required field.

6 Clicking the plus sign (+) next to this field will display the Select
Existing Client panel/grid from which you can select an existing
client.

Address Line 1 field: enter the first line of the owner’s address. This is a required field.
Address Line 2 field: enter the second line of the owner’s address.
City field: enter the owner’s city. This is a required field.

State drop-down list: select the owner’s state. This is a required field.

N o un kW

Zip fields: enter the owner’s ZIP Code. The first field is the owner’s five-digit ZIP code
and the second field is the owner’s four-digit ZIP code extension. The first field is a
required field.

8. Phone Number field: enter the owner’s phone number. This is a required field.

9. Date of New Ownership field: enter the effective date of the new ownership. This is a
required field.

10. If you clicked the plus sign (+) after the Name field, the Select Existing Client panel
appears. Continue with step 11.

If you entered the new owner information in the Add New Owner panel, skip to step
15.
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4

poray Y

1;Select Existing Client

Marne /' Corporation:

Address City: w

s I T T oo gy e S = g T N, Sy

Select Existing Client Panel

11. Name/Corporation field: enter the existing client’s name or corporation as necessary.
12. Address City drop-down list: select the existing client’s city as necessary.
13. Click [Filter]. The search results appear in the Select Existing Clients grid.
14. Click Select in the Options column of the existing client to be used to populate the
Add New Owner panel.
15. Do one of the following:
e Click to save the site owner data.
e Click to cancel the site owner data updates without saving the updated
data.

Exercise:

1. Expand the Add New Owner panel.

2. Name field: enter the owner’s name.

3. Address Line 1 field: enter the first line of the owner’s address.

4. Address Line 2 field: enter the second line of the owner’s address.

5. City field: enter the owner’s city.

6. State drop-down list: select the owner's state.

7. Zip fields: enter the owner’s ZIP Code.

8. Phone Number field: enter the owner’s phone number.

9. Date of New Ownership field: enter the effective date of the new ownership.
10. Click to save the site owner data.
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Module 6: Enter Site Contacts Data

The following procedure is used to enter site contacts data.
1. Click the Site Contacts tab.

Department of
| Environmental Protection
A gOV EMITOnline

STATE OF CONNECTICUT EMIT HOME
Logged in as : rswan01 Home = Inventory > Helo
Site Details
Tasks
XYZ INC
++ Emission Reporting Site: XYZ INC Client Number: 0
123 CORPORATE DRIVE Town-Prem: 00-00
Status: In Process (Locked) - Ray Submitter
Help Period: 2009
Action Bookmarks Notes Inventory

» General Help

» User Manual Site Information Site Ownership Hs’lteCuntacts ] Site Emissions Sources [ Misc. Emissions
Links Contact List - (1 item)
= Name Address Telephone Contact Options
* ome T![DB
» DEP Contacts ) Primary Site
+ JOHMN SMITH 123 CORPORATE DRIVE BRIDGEPORT, Connecticut (203) 000-0000 Contact

Edit Contact Details

*First Name: JOHN

Middle Nama:

*Last Name: SMITH

*Company: KYZINC

*Address Line 1: 123 CORPORATE DRIVE

Address Line 2:

*City: BRIDGEFORT

*State: Connecticut v
*ZIP Code: 06565

*Contact Type: Primary Site Contact
*Contact Title: SITE MGR

*Phone Number: (203) 000-0000
Extension:

Mobile Number:

Fax Number:

Email:

Save | | Cancel

Logout

Home | CT.gov Home | Send Feadback

State of Connecticut Disclaimer and Privacy Policy. Copyright ® 2002-2009 State of Connecticut.

Site Contacts Tab
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2.

N u kW

®

10.
11.

12.
13.
14.
15.
16.
17.
18.
19.

Select a contact from the Contact List grid and do one of the following:

¢ Click Add to add a contact. The Add Contact panel appears.
¢ Click Edit to edit the selected contact. The Edit Contact Details panel appears.
e Click Delete to delete the selected contact.

ﬂ If no contacts exist, click Add Contact to display the Add
Contact panel.

The following steps apply to adding and editing a contact.
First Name field: enter the contact's first name. This is a required field.
Middle Name field: enter the contact's middle name or initial.
Last Name field: enter the contact's last name. This is a required field.
Company field: enter the contact's company name. This is a required field.

Address Line 1 field: enter the first line of the contact's address. This is a required
field.

Address Line 2 field: enter the second line of the contact's address.
City field: enter the contact's city. This is a required field.
State drop-down list: select the contact's state. This is a required field.

ZIP Code fields: enter the contact's ZIP Code. The first field is the owner's five-digit ZIP
code and the second field is the owner's four-digit ZIP code extension. The first field is a
required field.

Contact Type drop-down list: select the contact type. This is a required field.
Contact Title field: enter the contact's title. This is a required field.
Phone Number field: enter the owner's phone number. This is a required field.
Extension field: enter the contact's telephone extension.
Mobile Number field: enter the mobile telephone humber.
Fax Number field: enter the contact's fax number.
Email field: enter the contact's email address.
Do one of the following:
o Click to save the site contact data.

o Click to cancel the site contact data updates without saving the updated
data.

© when adding a contact, click to add the new contact.
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Exercise:
1. Click the Site Contacts tab.
2. Select a contact from the Contact List grid and click Add to add a contact. The Add
Contact panel appears.
3. First Name field: enter the contact’s first name.
4. Middle Name field: enter the contact’s middle name or initial.
5. Last Name field: enter the contact’s last name.
6. Company field: enter the contact’'s company name.
7. Address Line 1 field: enter the first line of the contact’s address.
8. Address Line 2 field: enter the second line of the contact’s address.
9. City field: enter the contact’s city.
10. State drop-down list: select the contact’s state.
11. ZIP Code fields: enter the contact’s ZIP Code.
12. Contact Type drop-down list: select the contact type.
13. Contact Title field: enter the contact’s title.
14. Phone Number field: enter the owner’s phone number.
15. Extension field: enter the contact’s telephone extension.
16. Mobile Number field: enter the mobile telephone number.
17. Fax Number field: enter the contact’s fax number.
18. Email field: enter the contact’s email address.
19. Click to add the new contact.
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Module 7: View Site Emissions Data

The following procedure is used to view site emissions data.

1. Click the Site Emissions tab.

| Department of
Environmental Protection
,gay EMITOnline
STATE OF CONNECTICUT EMIT HOME
Logged in as : rswan01 Home = Inventory > Help
Site Details
Tasks
XYZ INC
» Emission Reporting Site: XYZ INC Client Number: 0
123 CORPORATE DRIVE Town-Prem: 00-00
Status: In Process Internal Update (Locked) - Ray External 01
Help Period: 2008
Action Bookmarks Notes Inventory
» General Help
» User Manual Site Information Site Cwnership H Site Contacts H Site Emissions ] Sources [ Misc. Emissions
Links
Criteria Air Pollutants (CAP) e
» DEP Home
» DEP Contacts Pollutant Actual Emissions Amt. (tons/yr) Allowable Emissions (tons/yr)
Carbon monoxide 18 28
Nitrogen oxides (NOx) 31 348
PM, primary 11 7z
PM10, primary 7 &0
Sulfur Oxides o 412
Volatile Organic Compounds - HC 105 2465
Summer Day Pollutants ﬁ
Pollutant Actual Emissions Amt. (tonsfyr) Allowable Emissions (tons/yr)
Nitrogen oxides (NOx) 31 348
S SR S I o o L CEL LT It o P SIS O TE s VS Sy PRSIV

Site Emissions Tab (Edit Mode)

2. View the site emissions data. The includes the total aggregate emissions for the site
including all emissions from all fuels from all sources and all miscellaneous emissions.
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Module 8: Select a Source

The following procedure is used to select a source.
1. Click the Sources tab.
2. Expand the Filter Criteria panel to filter the sources appearing in the Source List grid.

This is an optional procedure. It is useful if the source list is
lengthy, making it easier to find the appropriate source. If
filtering is not needed, proceed to step 8.

Filter Criteria P

Source Type: b
Function: A4
Source Name:

Show Inactive: 1

Source List - (48 items)

i NG 2 . Bl A PN i N e ST iU
Filter Criteria Panel

Source Type drop-down list: select the source type.
Function drop-down list: select the source's function.

Source Name field: enter the name of the source.

o un Hw

Show Inactive check box: select the check box to include inactive sources on the
source list. Otherwise, leave cleared.

7. Click [Fitter]. Source records matching the criteria entered appear in the Source List
panel/grid.

8. Options column: click Select on the record you want to view. The Source Details
screen appears.

0 If needed, you can add a source. See Add a Source, beginning on page
69.

The Source Details screen, as with the Site Details screen, is divided into multiple tabs that
contain categorized data for you to review and maintain source data. These tabs will be covered
later in the training.

Exercise:
1. Click the Sources tab.

2. Notice the source records in the Source List grid.
3. Expand the Filter Criteria panel to filter the sources appearing in the Source List grid.
4

Source Type drop-down list: select a source type.
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5. Click [Filter]. Notice that there are fewer source records in the Source List grid. That is
because you filtered the list to display only sources that match the selected source type.

6. Function drop-down list: select the source’s function.
7. Click [Filter]. Notice that there are even fewer source records in the Source List grid.

8. Select a source and click Select in the Options column. The Source Details screen
appears.

Course 2: Emissions Reporting Page 33 of 74 1/26/2010



Connecticut Department of Environmental Protection EMITOnline Training Guide—External Site User

Module 9: Add a Source

Access

Inventory : Search Inventory : Site Details : Sources Tab

Tasks

Inventory

Emission Reportin
Fees :I

File Extract
Reporting Penod
Administration
Surveys

1. Click Inventory on the Navigation panel.

2. Search for and select a record. The Site Details screen appears.
3. Click the Sources tab.

OR

1. Click the Inventory tab.

2. Drill down through the directory tree and select the applicable
site record. The Site Details screen appears.

3. Click the Sources tab.

) Not all of the navigation links shown under the Tasks section shown
above are available to every user. Only links to tasks to which the user
has access are visible.

Procedure

The following procedure is used to add a source.

1. Access the Add New Source panel.

Add New Source
*Newr Source Mame:

*New Source Type:
*Permit Type:

*Paint ID Number:

Cormbustion Unit #01

Caombustion Unit hd
P: Permitted w

ooo1

W e PR L R e b i st WO

o U A N

A il

Add New Source Panel

New Source Name field: enter the name of the new source. This is a required field.
New Source Type drop-down list: select the new source's type. This is a required field.
Permit Type drop-down list: select the new source's function. This is a required field.
Point ID Number field: enter the new source's point ID number. This is a required field.

Do one of the following:

o Click to add the new source.
e Click to cancel the new source addition without saving the data.
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Exercise:
1. Access the Add New Source panel.

New Source Name field: enter the name of the new source.
New Source Type drop-down list: select the new source type.
Permit Type drop-down list: select the permit type.

Point ID Number field: enter the point ID number.

Click to add the new source.

o U A W N
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Module 10: Enter Source Information

The following procedure is used to enter source information.

o To add a note to a particular field, click the field label to display the
appropriate fields to add a note. See Add a Note and/or Supporting
Documentation, beginning on page 22. This applies only to fields
appearing in blue.

General Source Information
Source Type: Coarmbustion Unit
Point ID: EQOOE
*Name: WAP EXTRACT IMNT COMB EMG
Initial Start Up Date: H
EU Number:
Shutdown Date: H
Subject To 3b: D
Revoked Date: H
R T o " P R I T ST ¥ et

General Source Information Panel

Source Type field: system-populated.

Point ID field: enter the source's point ID.

Name field: enter the name of the source. This is a required field.

Initial Start Up Date drop-down calendar: select the date the source was started.

EU Number field: enter the source's EPA emission unit (EU) number.

o un kA wnh =

Shutdown Date drop-down calendar: select the date the source was shut down, if
applicable.

7. Subject to 3b check box: select the check box if the site is subject to Section 22a-174-3b
of the Regulations of Connecticut State Agencies.

o This check box appears only if the source is an incinerator, a
boiler, a process, or a gasoline loading facility.

8. Revoked Date drop-down calendar: select the date the source's permit was revoked, if
applicable.

9. Do one of the following:
e Click to save the general source information.

e Click to cancel the general source information updates without saving the
updated data.
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o If the source is a tank, see the following appropriate procedure:
¢ Maintain Vertical Fixed Roof Tank Information, beginning below
e Maintain Horizontal Fixed Roof Tank Information, beginning on

page 39

e Maintain External Floating Roof Tank Information, beginning on
page 40

e Maintain Internal Floating Roof Tank Information, beginning on
page 41

Maintain Vertical Fixed Roof Tank Information
1. Expand the Tank Parameters-Dimensions panel.

Tank Parameters-Dimensions S
Height Above

Ground: 100 feet

Tank Diameter: 50 feet

Maximum Liguid

Height: 25 feat

Average Liquid

Height: 20 fast

Working Volume: 3000 Gallons

Turnovers Per Year: |3

Met Throughput: 5000 Gallons/Year
Heated Tank:
Tank Parameters-Roof Characteristics P

MLl 2 s T 1 . b o . b n s AN . o P P o st e P a o o)
Tank Parameters-Dimensions Panel (YFR)

2. Height Above Ground field: enter the height that the tank is above ground in feet.

3. Maximum Liquid Height field: enter the maximum height that liquid can be stored in
the tank, in feet.

4. Average Liquid Height field: enter the average height of the liquid that is stored in the
tank, in feet.

5. Working Volume field: enter the working volume of the tank, in gallons.

6. Turnovers Per Year field: enter the number of times per year the contents of the tank
are turned over.

7. Net Throughput field: system-populated.
8. Heated Tank check box: select the check box if the tank is heated.
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9. Expand the Tank Parameters-Roof Characteristics panel.

Tank Parameters-Roof Characteristics £
Color/Shade: Gray/Medium W

Condition: Good #

Type: Domed v

Height: 8 fast

Radius (Dome Roof): (25 fast

Tank Parameters-Shell Characteristics P
A b s P e s s and F e ama S T N e i W

Tank Parameters-Roof Characteristics Panel {¥FR)

10. Color/Shade drop-down list: select the roof's paint color or shade.
11. Condition drop-down list: select the condition of the roof.

12. Type drop-down list: select the type of roof.

13. Height field: enter the height of the roof, in feet.

14. Radius (Dome Roof) field: enter the radius of the roof, in feet. This field applies only to
domed roofs.

15. Expand the Tank Parameters-Shell Characteristics panel.

Tank Parameters-Shell Characteristics P
Shell Color/Shade: | Gray/Medium b

External Shell

Condition: Good |+

"rbinprcamatarsiecathe LAt SOMHN G st aPhis o 8PNt PN i, Pt . m sih s Ao . PSrrared e

Tank Parameters-Shell Characteristics Panel (¥FR)

16. Shell Color/Shade drop-down list : select the tank shell's color and shade.
17. External Shell Condition drop-down list: select the condition of the tank's shell.

18. Expand the Tank Parameters-Breather Vent Settings panel.

Tank Parameters-Breather Vent Settings Py
Vaccum Setting: 22 psig

Pressure Setting: 38 psig

Save | | Cancel

P O e T R P SN P 0 PEr e S ey
Tank Parameters-Breather Yent Settings Panel (¥FR)

19. Vacuum Setting field: enter the vacuum setting of the tank's breather vent, in pounds
per square inch gauge (psig).

20. Pressure Setting field: enter the pressure setting of the tank's breather vent, in pounds
per square inch gauge (psig).
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21. Do one of the following:
o Click to save the tank parameters information.

e Click to cancel the tank parameters information updates without saving
the updated data.

Maintain Horizontal Fixed Roof Tank Information
1. Expand the Tank Parameters-Dimensions panel.

Tank Parameters-Dimensions P

Shell Length: 25 feat | &

Shell Diameter: 25 faat &

Working Volume: 2000 Gallons | &

Turnovers Per Year: |4 o

Net Throughput: 8000 Gallens/Year

Heated Tank: o

Tank Underground: O

Storage Capacity: 10000 ¥ 1000 Gallons per Year [&

Tank Parameters-Shell Characteristics P
AN N PN e PN v . i SN o o L]

Tank Parameters-Dimnensions Panel {HFR})

2. Shell Length field: enter the length of the tank's shell, in feet.

3. Shell Diameter field: enter the diameter of the tank's shell, in feet.

4. Working Volume field: enter the working volume of the tank, in gallons.

5. Turnovers Per Year field: enter the number of times per year the contents of the tank

are turned over.

6. Net Throughput field: system-populated.

7. Heated Tank check box: select the check box if the tank is heated.

8. Tank Underground check box: select the check box if the tank is underground.

9. Storage Capacity field: enter the storage capacity of the tank, in 1000 gallons per year.
10. Expand the Tank Parameters-Shell Characteristics panel.

Tank Parameters-Shell Characteristics P

Shell Color/Shade: Aluminum/Specular ¥ | [

Eteraerel [Good ¥ 2

Tank Parameters-Breather Vent Settings P

BT "~ T LTI - I T P W S VR I W o, R i T Y

Tank Parameters-Shell Characteristics Panel {HFR)

11. Shell Color/Shade drop-down list : select the tank shell's color and shade.

12. External Shell Condition drop-down list: select the condition of the tank's shell.
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13. Expand the Tank Parameters-Breather Vent Settings panel.

Tank Parameters-Breather Vent Settings S
Vacuum Setting: 22 psig
Pressure Setting: 38 psig #

Save | | Cancel

R, e

e et N P~
Tank Parameters-Breather Yent Settings Panel {HFR)

14. Vacuum Setting field: enter the vacuum setting of the tank's breather vent, in pounds
per square inch gauge (psig).

15. Pressure Setting field: enter the pressure setting of the tank's breather vent, in pounds
per square inch gauge (psig).

16. Do one of the following:
o Click to save the tank parameters information.

o Click to cancel the tank parameters information updates without saving
the updated data.

Maintain External Floating Roof Tank Information
1. Expand the Tank Parameters-Dimensions panel.

Tank Parameters-Dimensions P
Diameter: 100 faat | &

Tank Volume: 5000 Gallons [

Turnovers Per Year: |2 @

Net Throughput: 10000 Gallens/Year

Eg'f;i:;lnslhen Gunite Lining

Paint Color/Shade: | White/White IE

Paint Condition: Good ]

i Y N N T R e S I WV T =

Tank Parameters-Dimensions Panel {EFR)

2. Diameter field: enter the diameter of the tank, in feet.

3. Tank Volume field: enter the volume of the tank, in gallons.

4. Turnovers Per Year field: enter the number of times per year the contents of the tank
are turned over.

5. Net Throughput field: system-populated.

6. Internal Shell Condition drop-down list: select the condition of the tank's internal shell.

7. Paint Color/Shade drop-down list: select the tank's paint color or shade.

8. Paint Condition drop-down list: select the condition of the tank's paint.
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9. Expand the Tank Parameters-Roof Characteristics panel.

Tank Parameters-Roof Characteristics P

Roof Type: Pontoon ]
Roof Fitting Typical
Category: ¥p #

nk P

iz e e e e SN TP SV
Tank Parameters-Roof Characteristics Panel {EFR)

10. Roof Type drop-down list: select the tank's roof type.

12. Roof Fitting Category drop-down list: select the tank's roof fitting category.

13. Expand the Tank Parameters-Tank Construction and Rim-Seal System panel.

Tank Parameters-Tank Construction and Rim-5Seal System Py

Tank Construction: Welded @

it

Primary Seal: Mechanical Shoe i

Secondary Seal: Rim Mounted W iES

Save || Cancel

e PR A Pt cdaetran, SN, snnt s et . i AT AP
Tank Parameters-Tank Construction and Rim-Seal System Panel {EFR)

14. Tank Construction drop-down list: select the tank's construction method.
15. Primary Seal drop-down list: select the tank's primary seal type.
16. Secondary Seal drop-down list: select the tank's secondary seal type.
17. Do one of the following:
e Click to save the tank parameters information.

o Click to cancel the tank parameters information updates without saving
the updated data.

Maintain Internal Floating Roof Tank Information
1. Expand the Tank Parameters-Dimensions panel.

Tank Parameters-Dimensions P

Diameter: 35 faat &

Tank Volume: 2000 Gzllons | &

Turnovers Per Year: |4 ﬁ,

Net Throughput: 8000 Gallons/Year

Self Supporting

Roof:

Number OFf Columns: |4 ol

Effective Column

Diameter: 10 feet [&

Tank Parameters-Shell Characteristics P
TE e et SO g e NP P gt . PP sttt sty )

Tank Parameters-Dimensions Panel (IFR)
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2. Diameter field: enter the diameter of the tank, in feet.
3. Tank Volume field: enter the volume of the tank, in gallons.

4. Turnovers Per Year field: enter the number of times per year the contents of the tank
are turned over.

5. Net Throughput field: system-populated.

6. Self Supporting Roof check box: select the check box if the tank has a self-supporting
roof.

7. Number of Columns field: enter the number of support columns the tank has.

8. Effective Column Diameter field: enter the effective diameter of the tank's columns, in
feet.

9. Expand the Tank Parameters-Shell Characteristics panel.

Tank Parameters-Shell Characteristics =
Condition LghtRust &I &
E::It::;sa:l:::” White/White ¥ &
Condrtian Good ¥ &
= T T g S  aamaa S TREY

Tank Parameters-Shell Characteristics Panel (IFR}

10. Internal Shell Condition drop-down list: select the condition of the tank's internal shell.

11. External Shell Color/Shade drop-down list: select the tank's external shell's color and
shade.

12. External Shell Condition drop-down list: select the condition of the tank's external shell.

13. Expand the Tank Parameters-Roof Characteristics panel.

Tank Parameters-Roof Characteristics £
Roof Color/Shade: | Aluminum/Diffuse ¥ | &
Roof Paint Condition: | Good > &

B i A al VI e PO

Tank Parameters-Roof Characteristics Panel (IFR)

14. Roof Color/Shade drop-down list: select the tank's roof color and shade.
15. Roof Paint Condition drop-down list: select the condition of the paint on tank's roof.

16. Expand the Tank Parameters-Rim-Seal System panel.

Tank Parameters-Rim-5eal System o
Primary Seal: Liquid Mounted % | [
Secondary Seal: Rim Mounted + i

it - 3 Lls i e N R e SIS S

Tank Paramaters-Rim-Seal System Panel (IFR)

17. Primary Seal drop-down list: select the tank's primary seal type.
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18. Secondary Seal drop-down list: select the tank's secondary seal type.

19. Expand the Tank Parameters-Deck Characteristics panel.

Tank Parameters-Deck Characteristics iy
Deck Type: Bolted &

Dack Fitting Type: Typical | &

Construction: Panel ~ | 5

Deck Seam: Panel: 5 x 12ft | [&

Deck Seam Length: |48 faat

T e ANPGRS Y S e T T T s A e

Tank Parameters-Deck Characteristics Panel (IFR)

20. Deck Type drop-down list: select the tank's deck type.
21. Deck Fitting Category drop-down list: select the tank's deck fitting category.

22. Construction drop-down list: select the tank's deck construction type. This field appears
only if Bolted was selected in the Deck Type field.

23. Deck Seam drop-down list: select the tank's deck seam type. This field appears only if
Bolted was selected in the Deck Type field.

24. Deck Seam Length drop-down list: select the length of the tank's deck seam. This field
appears only if Bolted was selected in the Deck Type field.

25. Do one of the following:
o Click to save the tank parameters information.

o Click to cancel the tank parameters information updates without saving
the updated data.

Exercise:

In this exercise, you will maintain data for a vertical fixed roof (VFR) type tank. Maintaining other
source types is done in a similar manner, and you can practice those on your own.

1. On the Sources tab of the Site Details screen, select a source that is a VFR tank. The
Source Details screen appears.

Source Type field: system-populated.

Point ID field: enter the point ID.

Name field: enter the name of the source.

Initial Start Up Date drop-down calendar: select the source’s initial start-up date.
EU Number field: enter the source’s EU number.

Expand the Tank Parameters-Dimensions panel.

Height above ground field: enter the tank’s above-ground height.

W ©® N o U A W N

Maximum Liquid Height field: enter the tank’s maximum liquid height.
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10.
11.
12.

13.
14,

15.
16.
17.
18.
19.
20.
21.
22.
23.
24,
25.
26.
27.

28.

29.
30.
31.

32.

33.

Average Liquid Height field: enter the tank’s average liquid height.
Working Volume field: enter the tank’s working volume.

Turnovers Per Year field: enter the number of times per year the tank’s contents are
turned over.

Net Throughput field: system-populated.

Heated Tank check box: select the check box if the tank is heated. Otherwise, leave the
check box cleared.

Expand the Tank Parameters-Roof Characteristics panel.

Color/Shade drop-down list: select the color/shade of the tank’s roof.
Condition drop-down list: select the condition of the roof.

Type drop-down list: select the roof type.

Height field: enter the height of the roof.

Radius (Dome Roof) field: enter the radius of the roof if the roof is a dome roof.
Expand the Tank Parameters-Shell Characteristics panel.

Shell Color/Shade drop-down list : select the tank shell’s color and shade.
External Shell Condition drop-down list: select the condition of the tank’s shell.
Expand the Tank Parameters-Breather Vent Settings panel.

Vacuum Setting field: enter the breather vent’'s vacuum setting.

Pressure Setting field: enter the breather vent’s pressure setting.

Click to save the source information.

Click the Site Details breadcrumb at the top of the screen to return to the Site Details
screen.

Click the Source Details tab.
Select a source that is a HFR tank. The Source Details screen appears.

Notice that the tank parameter fields for horizontal fixed roof (HFR) tanks are somewhat
different from vertical fixed roof (VFR) tanks, but you enter data in a similar manner.

Return to the Sources tab and select a source that is an EFR tank. Notice the difference in
tank parameter fields.

Return to the Sources tab and select a source that is an IFR tank. Notice the difference in
tank parameter fields.
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Module 11: Select a Fuel or Material

The following procedure is used to select a fuel or material.
1. Click the Fuel & Materials tab.

Department of
Environmental Protection

.gOV EMITOnline

W STATE OF CONNECTICUT EMIT HOME

Logged in as : rswan01 Home = Inventory = Site Details = Helg
Source Details
Tasks
XYZ INC
Emission Reporting Site: WYZ INC Client Number: 0
123 CORPORATE DRIVE Town-Prem: 00-00
Status: In Process (Locked) - Ray Submitter
Help Period: 2009
Source: < Tank 3 >
General Help Action Bookmarks Inventory
User Manual
Links Source Information - HFR Tank || Fuel & Materials ] Source to Stack ] Control Banks ] Source Emissions
Fuel & Material (5CC) Details
DEP Home (scc) A
DEP Contacts SCC# Description Type Sulfur Ash Options
Percent  Percent
External Combustion Boilers Commercial/Institutional .
1-03-005-032 Distillate Ol < 10 Million Bru/hr ** Combustion 0.0000 0.0000 Select Delste
Add
Add scC o
SCC Number:
*Category of Emissions w
*Major Industry Group: L
*Fuel Process: A
*Activity: R
Cancel
Logout
Home | CT.gov Home | Send Feadback
State of Connecticut Disclaimer and Privacy Policy. Copyright @ 2002-2009 State of Connecticut.

Fuel & Materials Tab

2. Do one of the following:

e Options column: click Select on the record you want to view. The SCC Details
screen appears.

e Options column: click Delete on a record you want to delete.

e Click Add to add a fuel or material. The Add SCC panel appears. See Add a Fuel
or Material.

The SCC Details screen, as with the Source Details screen, is divided into multiple tabs that
contain categorized data for you to review and maintain fuel & materials data. These tabs will be
covered later in the training.
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Exercise:
1. Click the Fuel & Materials tab.

2. Click Select on an SCC record. The SCC Details screen appears.
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Module 12: Add a Fuel or Material

Access

Emission Reporting : Search Inventory : Site Details : Sources Tab : Source Details :
Fuel & Materials Tab

Tasks 1. Click Emission Reporting on the Navigation panel.
Inventory 2. Search for and select a record. The Site Details screen appears.
im'“'“” REF’W'”W 3. Click the Sources tab.
ees
File Extract 4. Click Select in the Options column for the appropriate source.
Reporting Period The Source Details screen appears.
BCNMEEI AL 5. Click the Fuel & Materials tab.
Surveys
OR

1. Click the Inventory tab.

2. Drill down through the directory tree and select the applicable
source record. The Source Details screen appears.

3. Click the Fuel & Materials tab.

#) Not all of the navigation links shown under the Tasks section shown
above are available to every user. Only links to tasks to which the user
has access are visible.

Procedure
The following procedure is used to add a fuel or material.

1. Click Add on the Fuel & Material (SCC) Details panel. The Add SCC panel appears.

Fuel & Material (SCC) Details e
SCC# Description Type Sulfur Ash Options

Percent Percent

Patroleum and Sclvent Evaporation Petroleum Liguids
4-04-001-71 Storage (nen-Refinary) Bulk Terminals Gascline RVPE 13: Process 0.0000 0.0000 Select Delate
Standing Loss - Int. Floating Roof w' Secondary Seal

Add

Add scc e
SCC Number: 10200603
*Catagory of Emissions External Combustion Boilers v
*Major Industry Group: Industrial v
*Fuel Process: Matural Gas v
*Activity: <10 Million Btu/hr A
o™

Add SCC Panel
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2. SCC Number field: enter the source classification code (SCC) number for the
fuel/material.

3. Category of Emissions drop-down list: select the emissions category for the
fuel/material. This is a required field.

4. Major Industry Group drop-down list: select the site's major industry group. This is a
required field.

5. Fuel Process drop-down list: select the fuel process. This is a required field.

6. Activity drop-down list: select the activity for which the fuel/material is used. This is a
required field.

7. Do one of the following:

e C(Click to add the new fuel/material to the source.
e Click to cancel the new fuel material addition without saving the data.
Exercise:

1. Click Add on the Fuel & Material (SCC) Details panel. The Add SCC panel appears.

2. SCC Number field: enter the SCC number for the fuel/material.

3. Category of Emissions drop-down list: select the emissions category for the
fuel/material.

4. Major Industry Group drop-down list: select the site’s major industry group.

5. Fuel Process drop-down list: select the fuel process.

6. Activity drop-down list: select the activity for which the fuel/material is used.

7. Click to add the new fuel/material to the source.
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Module 13: Enter Fuel & Materials Details

The following procedure is used to enter fuel & materials details.

ﬂ To add a note to a particular field, click the field label to display the
appropriate fields to add a note. See Add a Note and/or Supporting
Documentation, beginning on page 22. This applies only to fields
appearing in blue.

Steps 5-10 apply to fuels only. Steps 11-14 apply to processes only.
1. Access the Fuel & Material Data panel. (This panel is expanded by default.)

Fuel & Material Data
SCC: 1-03-005-03

Industry Group: External Combustion Boilers - Commercial/Institutional
Fuel / Process: Distillate il - < 10 Million Btu/hr ¥*

Max Burner Rating: tons/hr

Summer Day Use: tons/day

Annual Usage: tons/yr

Sulfur Content: 0| Percent

Percent Ash: 0| Percent

Actual Hours Per Year Fuel Usa:

P A U L | s e P e g P s b s, P gt PPt PNt PN o P Pera i s s _ i Np Jartern

Fuel & Material Data Panel

SCC field: system-populated.

Industry Group field: system-populated.

Fuel / Process field: system-populated.

Max Burner Rating field: enter the maximum burner rating of the fuel, in tons per hour.
Summer Day Use field: enter the summer day use amount of the fuel, in tons per day.
Annual Usage field: enter the annual usage amount of the fuel, in tons per year.

Sulfur Content field: enter the percentage of sulfur content in the fuel.

v 0 N O U A W N

Percent Ash field: enter the percentage of ash produced by the fuel.

[
e

Actual Hours per Year Fuel Use field: enter the actual hours per year that the fuel is
used.
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11.

Proceed to the Process Data panel.

rocess Data

Actual Annual Process Weight Rate: 2.3| tons/Year
Summer Day Process Rate: 0.007 | tons/Day
Maximum Process Design Weight: 0.001| tons/Hour
Actual Hours per Year: 5333| Hours/Year

P i R T R W O

Process Data Panel

12. Actual Process Weight Rate field: enter the actual annual process weight of the
material, in tons per year.
13. Summer Day Process Rate field: enter the summer day (June through August) process
rate of the material, in tons per day.
14. Maximum Process Design Weight field: enter the maximum process design weight of
the material, in tons per year.
15. Actual Hours per Year field: enter the actual hours per year the material is processed.
16. Proceed to the Hours of Operation panel.
Hours of Operation
Actual Hours Per Day: 12| [#
Actual Days Per Week: 5| &
Actual Weeks Per Year: 50| [&f
Process Start Time: 7:00 é‘
Process End Time: 7:00
Seasonal Use: Dec-Fab Mar-May Jun-Aug Sap-Nowv
23 %% 23 % 23 % 25| oo [
I - gl A gt P i, oo ke

17.

18.

19.

20.

21.
22.

Hours of Operation Panel

Actual Hours Per Day field: enter the actual number of hours per day the fuel or
material is used.

Actual Days Per Week field: enter the actual number days per week the fuel or material
is used.

Actual Weeks Per Year field: enter the actual number of weeks per year the fuel or
material is used.

Process Start Time field: enter the time that the fuel or material use starts.
Process End Time field: enter the time that the fuel or material use ends.

Seasonal Use : Dec-Feb field: enter the percentage of the total annual fuel/material
used from December through February.
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23. Seasonal Use : Mar-May field: enter the percentage of the total annual fuel/material
used from March through May.

24. Seasonal Use : Jun-Aug field: enter the percentage of the total annual fuel/material
used from June through August.

25. Seasonal Use : Sep-Nov field: enter the percentage of the total annual fuel/material
used from September through November.

26. Do one of the following:
o Click to save the fuel & material data updates.

e Click to cancel the fuel & material data updates without saving the
updated data.

. The quarterly percentages in the Seasonal Use fields must total 100%.

Exercise:

1. Select a process from the Fuel & Materials (SCC) List panel on the Fuel & Materials
tab of the Source Details screen. The SCC Details screen appears. The Fuel &
Materials Details tab is the default view.

SCC field: system-populated.

Industry Group field: system-populated.

Fuel / Process field: system-populated.

Max Burner Rating field: enter the maximum burner rating of the fuel, in tons per hour.
Summer Day Use field: enter the summer day use amount of the fuel, in tons per day.
Annual Usage field: enter the annual usage amount of the fuel, in tons per year.

Sulfur Content field: enter the percentage of sulfur content in the fuel.

¥ O N O A WD

Percent Ash field: enter the percentage of ash produced by the fuel.

=
©

Actual Hours per Year Fuel Use field: enter the actual hours per year that the fuel is
used.

[y
[ary

Proceed to the Process Data panel.

0 This panel appears only for process source types.

12. Actual Process Weight Rate field: enter the actual annual process weight of the
material, in tons per year.

13. Summer Day Process Rate field: enter the summer day (June through August) process
rate of the material, in tons per day.

14. Maximum Process Design Weight field: enter the maximum process design weight of
the material, in tons per year.

15. Actual Hours per Year field: enter the actual hours per year the material is processed.

16. Proceed to the Hours of Operation panel.
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17.

18.

19.

20.
21.
22.

23.

24.

25.

26.

Actual Hours Per Day field: enter the actual number of hours per day the fuel or
material is used.

Actual Days Per Week field: enter the actual number days per week the fuel or material
is used.

Actual Weeks Per Year field: enter the actual number of weeks per year the fuel or
material is used.

Process Start Time field: enter the time that the fuel or material use starts.
Process End Time field: enter the time that the fuel or material use ends.

Seasonal Use : Dec-Feb field: enter the percentage of the total annual fuel/material
used from December through February.

Seasonal Use : Mar-May field: enter the percentage of the total annual fuel/material
used from March through May.

Seasonal Use : Jun-Aug field: enter the percentage of the total annual fuel/material
used from June through August.

Seasonal Use : Sep-Nov field: enter the percentage of the total annual fuel/material
used from September through November.

Click to save the fuel & material data updates.

The quarterly percentages in the Seasonal Use fields must total 100%.
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Module 14: Enter Emission Information

The following procedure is used to enter emission information.

1. Click the Emission Information tab to display the emission information.

Department of

Environmental Protection
,goy EMITOnline
STATE OF CONNECTICUT EMIT HOME
Logged in as : training01 Home = Inventory > Site Details > Source Details > Help
SCC Details
Tasks
XYZ INC.
icci i Site: XYZ INC. Client Mumber: 0
Em|s.5|.0n Re.portmg 123 CORPORATE DRIVE Town-Prem: 00-00
Administration Status: In Process (Locked) - Training TrainExternall
Period: 2008
Source: (E0010) LIME SILO WWwTP
Help 5CC: 3-01-018-99 Plastics Production - Others Not Specified
Action Bookmarks Notes Inventory

General Help Factor Units Conversion

User Manual
Fuel & Materialz Detailz F Factor:

Links 2 [0, rtrolled except for CBM and Stack Test,
Annual Usage: (0,00) Tons Units: - pt
DEP Home Criteria Air Pollutants |gmission Factor (Ibs/Tons): P
DEFP Contacts Pollutant Em| Cancel [l Emission Options
FaTToT COTIOT 7@ AT (tons/yr)
{Ibs/Tons) Efficiency
Save
“aolatile organic Cancel
compounds (WVOC): 7.8 0.0 # Factor
Units
Mitrogen oxides [(MOx): EPA EMISSION FACTOR [u] 0.0
Carbon monoxide (SO EPA EMISSION FACTOR o 0.0
PM10, prirnary: EPA SPECIATIOM PROFILE 2.2 97.9 0.0
Lead: EPA EMISSION FACTOR [u} n.o
Sulfur Oxides (SO=): EPA EMISSION FACTOR a 0.0
Summer Day Pollutants 5

Green House Gases (GHG) (Mo Pollutants)

Non-Photo Chemically Reactive YOC HAPS (No Pollutants)
Other HAPS {No Pollutants)

Other Pollutants (No Pollutants)

Photo Chemically Reactive ¥YOC HAPS (No Pollutants)

PM - ¥OC HAPS (No Pollutants)

PM HAPS {(No Pollutants)

Logout

Home | CT.gov Home | Send Feedback

State of Connecticut Dizclaimer and Privacy Policy. Copyright 2002, 2003, 2004, 2005, 2005, 2007, 2008 and 2009 State of Connecticut.

Emissions Information Tab {Edit Mode with Factor Units Conversion Pop-up Window)

2. Access the Criteria Pollutants panel. (This panel is expanded by default.)

3. Select a criteria pollutant from the Criteria Pollutants grid and click Edit. The data for
that pollutant can be edited.

4. Emission Factor Origin drop-down list: select the origin of the emissions factor.
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5. Emission Factor (Ibs/tons) field: enter the emission factor for the pollutant. Emission
factors are uncontrolled except for CEM and Stack Test.

#) The emission factor is not used in the following cases:

e When the Emission Factor Origin is EPA Emission
Factor, the system populates the emission factor from EPA
AP-42.

¢ When the Emission Factor Origin is CEMS -Continuous
Emissions Monitoring System or Stack Test - After Control,
the emission factor is not used. The user enters the actual
emission amount in the Actual Emission Amount field.

For information on emission factor calculations, see Emissions
Calculations.

6. Click Factor Units. The Factor Units Conversion pop-up window appears.

7. Factor field: enter the emission factor of the pollutant, from Table 1.3-1. of the EPA AP-
42.

8. Units drop-down list: select the factor units.
9. Do one of the following:
o Click to save the updated factor units.

o Click to close the Factor Units Conversion pop-up window without
saving the data.

10. Actual Emission Amount field: enter the actual emission amount. This applies only if
the Emission Factor Origin is CEMS - Continuous Emissions Monitoring System or Stack
Test - After Control.

11. Do one of the following:

¢ C(Click Save to save the pollutant updates.

e Click Cancel to cancel the pollutants update without saving the updated data.

12. To add a note to the record, click the pollutant name to display the appropriate fields to
add a note. See Add a Note and/or Supporting Documentation, beginning on page 22.

13. Repeat steps 3-12 as necessary for each pollutant.

14. Access additional pollutant panels and repeat the above procedure as necessary.

Exercise:
1. Click the Emission Information tab to display the emission information.

2. Access the Criteria Pollutants panel. (This panel is expanded by default.)

3. Select a pollutant from the Criteria Pollutants grid and click Edit. The data for that
pollutant can now be edited.

4. Emission Factor Origin drop-down list: select ENGINEERING JUDGMENT.
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5.

10.

10.
11.
12.

Emission Factor (Ibs/tons) field: leave blank.

#) You can enter the emission factor, if known. For training
purposes, the Factor Units Conversion function will be used to
calculate the emission factor.

For information on emission factor calculations, see Appendix B:
Emissions Calculations in the EMIT User Guide.

Click Factor Units. The Factor Units Conversion pop-up window appears.

Factor field: enter the emission factor of the pollutant, from Table 1.3-1. of the EPA AP-
42,

Units drop-down list: select the factor units.
Click to save the updated factor units.

Emission Factor Origin drop-down list: change the emission factor origin to CEMS -
CONTINUOUS EMISSIONS MONITORING SYSTEM OR STACK TEST - AFTER
CONTROL. Notice that the Emission Factor field is now blank and the Actual Emission
Amount field can be edited.

Actual Emission Amount field: enter the actual emission amount.

Click Save to save the pollutant updates.

To add a note to the record, click the pollutant name to display the appropriate fields to
add a note. (This procedure was covered earlier in the training.)
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Module 15: Enter Source to Stack Data

The following procedure is used to enter source-to-stack data.

1. Click the Source Details breadcrumb to display the Source Details screen.

Department of
Environmental Protection
.gov EMITOnline

STATE OF CONNECTICUT EMIT HOME
Logged in as : rswan01 Home = Inventory > Site Details{> Source Details = Help
SCC Details
B it PRI P WP E RS I g W VO

Source Details Breadcrumb

2. Click the Source to Stack tab to display the source-to-stack data.

3. Access the Source panel.

Source

Point ID Source Name
POOS4 CUMMINS KTAZ200GS DIESEL #1

Source Panel

T VTV

4. Point ID field: system populated.
5. Source Name field: system populated.

6. Select a control from the Control grid and click Select. The Control Equipment Details
panel appears.

e To add a control, click Add. The Control Equipment Details
panel appears with blank fields.

l
Control Equipment

Flow Order Control Name Control Type Move Up/Down Options
1 i Control 1 EF_F\E?IDF-nggnRUEEER - ﬁ § Select
Add
Control Equipment Details P
Control Type: 14 - MIST ELIMINATOR - VELOCITY = 250 FT/MIN A
Control Name: Contral 2

e O b PPNy s it kNN _ 2 e Sttt P NP N st ..

Control Equipment Details Panel

7. Control Type drop-down list: select the type of control.

8. Control Name field: enter the name of the control.
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9. Do one of the following:

o Click to update the control's data.
o Click to delete the control.
o Click to cancel the control equipment transaction without saving the data.

© When adding a control, click to add the new control.

10. To add a note to a control, click the control name to display the appropriate fields to add a
note. See Add a Note and/or Supporting Documentation, beginning on page 22.

11. For multiple controls, if needed, click the up arrow (&) or down arrow (¥) on a control
record to move it up or down in the flow order.

12. Select a stack from the Stack panel and click Edit. The Percent Flow field can be edited.

Stack

Stack ID Stack Name Percent Flow Options
21 0 Save Cancel

Add
B O R Y PO U O PP T S

Stack Panel

13. Percent Flow field: enter the percentage of emissions flow through the stack. If there is
one stack, the flow must equal 100%. If there are multiple stacks, the sum of the flow
must equal 100%.

14. Do one of the following:

e C(Click Save to save the flow percentage update.

e Click Cancel to cancel the flow percentage update without saving the updated
data.

15. Repeat steps 12-14 as needed for additional stacks.

16. Click [Save Percent Flow| to save the flow percentages for all of the stacks.

0 This button appears and must be clicked even if there is only one
stack.

1. The total flow percentage for all stacks must total 100%.

17. To add a note to a stack, click the stack name to display the appropriate fields to add a
note. See Add a Note and/or Supporting Documentation, beginning on page 22.

18. Select a stack from the Stack panel and click Select. The Stack Details, Stack
Assignment, and Stack Information panels appear.

) To add a stack, click Add. The Stack Details, Stack
Assignment, and Stack Information panels appear with blank
fields.

19. To add a note to the record, click the stack name to display the appropriate fields to add a
note. See Add a Note and/or Supporting Documentation, beginning on page 22.
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20. Expand the Stack Details panel.
Stack Details £
Stack Name: 2 - Stack #2 N
Stack Number: 2
PR e T TS R T I I T e P Nt o

Stack Details Panel

21. Stack Name drop-down list: select the stack name.
22. Stack Number field: system-populated.
23. Expand the Stack Assignment panel to view the system-populated stack assignment

data.

Stack Assignment

Source Name
CUMMINS KTAZ200GS DIESEL #1

Point ID
PO0&E4

.‘MMAMM.““ e

Stack Assignment Panel

24. Expand the Stack Information panel.
Stack Information
*Stack Name: Stack #2 View Map
*Stack Number: 2
*Stack Height: 65| Feet
*Diameter: 15| Feet
Minimum Flow at N
Maximum Capacity: 50| ACFM
+Elevation at Base: 80| Feet
*Lining: Metal Lining w
*Exit Direction: Vertical hd
*Rain Hat: Yas [W
*Stack Temperature: 200| Fehrenheit
*Maximum Exhaust N
Flow Rate: 50| ACFM
Stack Test Date: 5/1/2009 H
*Latitude: 42,058790
*Longitude: -72.645801

Deactivate Stack for this Scurce

Cesctivate Stack for All Sources

PSS S W i, PN,
Stack Information Panel
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25. If necessary, click View Map to launch the SIMS viewer with the location of the site
indicated on the map. If you have privileges on the SIMS system to change site
information, you can select another location for the site (longitude and latitude) that will
update the SIMS database.

26. Stack Name field: enter the name of the stack. This is a required field.

27. Stack Number field: enter the stack number. This is a required field.

28. Stack Height field: enter the stack's height, in feet.

29. Diameter field: enter the diameter of the stack, in feet. This is a required field.

30. Minimum Flow at Maximum Capacity field: enter the minimum flow of the emissions
through the stack at its maximum capacity, in actual cubic feet per minute (ACFM). This is
a required field.

31. Elevation at Base field: enter the elevation of the stack at its base, in feet. This is a
required field.

32. Lining drop-down list: select the stack's lining type. This is a required field.

33. Exit Direction drop-down list: select the direction of the emissions exiting from the stack.
This is a required field.

34. Rain Hat drop-down list: select if the stack has a rain hat (Yes or No). This is a required
field.

35. Stack Temperature field: enter the temperature of the stack, in degrees Fahrenheit.
This is a required field.

36. Maximum Exhaust Flow Rate field: enter the maximum flow rate of the exhaust from
the stack, in actual cubic feet per minute (ACFM). This is a required field.

37. Stack Test Date drop-down calendar: select the date the stack was tested.

38. Latitude field: enter the stack's north-south latitude location. This is a required field.

39. Longitude field: stack's east-west longitude location. This is a required field.

40. Click Deactivate Stack for this Source to deactivate the stack from the selected source,
if necessary.

41. Click Deactivate Stack for All Sources to deactivate the stack from all sources for the
site, if necessary.

42. Do one of the following:

o Click to update the stack data.
e Click to cancel the stack transaction without saving the data.
© When adding a stack, click to add the new stack.

Exercise:

1. Click the Source Details breadcrumb to display the Source Details screen.
2. Click the Source to Stack tab to display the source-to-stack data.
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10.
11.

12.
13.

14.

15.

16.
17.
18.
19.

Notice that the data in the Source panel is read-only.
Access the Control Equipment panel.

Click Add. The Control Equipment Details panel appears.

0 To edit an existing control, click Select. The Control Equipment
Details panel appears with system-populated fields that can be
edited.

Control Type drop-down list: select the control type.
Control Name field: enter the name of the control.
Click to update the control's data.
© When editing a control, click to update the control data.

To add a note to a control, click the control name to display the appropriate fields to add a
note. (This was covered earlier in the training.)

Notice the Move Up/Down column. If needed, you can click the up arrow (&) or down
arrow (¥) on a control record to move it up or down in the flow order.

Select a stack from the Stack panel and click Edit. The Percent Flow field can be edited.

Percent Flow field: enter the percentage of emissions flow through the stack. If there is
one stack, the flow must equal 100%. If there are multiple stacks, the sum of the flow
must equal 100%.

Click Save to save the flow percentage update.

Click | Save Percent Flow | to save the flow percentages for all of the stacks.

e This button appears and must be clicked even if there is only one
stack.

1. The total flow percentage for all stacks must total 100%.

To add a note to a stack, click the stack hame to display the appropriate fields to add a
note. (This was covered earlier in the training.)

Click Add. The Stack Details, Stack Assignment, and Stack Information panels
appear.

0 To edit an existing stack, click Select. The Stack Details, Stack
Assignment, and Stack Information panels appear with
system-populated fields that can be edited.

Expand the Stack Details panel.
Stack Name drop-down list: select the stack name.
Stack Number field: system-populated.

Expand the Stack Assignment panel to view the system-populated stack assignment
data.
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20.
21.

22.
23.
24,
25.
26.

27.
28.
29.
30.
31.
32.

33.
34.
35.
36.

Expand the Stack Information panel.

Notice the View Map link. This link is used to launch the SIMS viewer with the location of
the site indicated on the map. If you have privileges on the SIMS system to change site
information, you can select another location for the site (longitude and latitude) that will
update the SIMS database. For training purposes, skip this step.

Stack Name field: enter the name of the stack.
Stack Number field: enter the stack humber.
Stack Height field: enter the height of the stack.
Diameter field: enter the stack’s diameter.

Minimum Flow at Maximum Capacity field: enter the minimum flow of the emissions
through the stack at its maximum capacity, in actual cubic feet per minute (ACFM).

Elevation at Base field: enter the elevation of the stack at its base, in feet.

Lining drop-down list: select the stack’s lining type.

Exit Direction drop-down list: select the direction of the emissions exiting from the stack.
Rain Hat drop-down list: select Yes if the stack has a rain hat. Otherwise, select No.
Stack Temperature field: enter the temperature of the stack, in degrees Fahrenheit.

Maximum Exhaust Flow Rate field: enter the maximum flow rate of the exhaust from
the stack, in actual cubic feet per minute (ACFM).

Stack Test Date drop-down calendar: select the date the stack was tested.
Latitude field: enter the stack’s latitudinal coordinates.
Longitude field: enter the stack’s longitudinal coordinates.
Click to update the stack data.
© When editing a stack, click to update the stack data.
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Module 16: Enter Control Banks Data

The following procedure is used to enter control banks data.

ﬂ There are 12 types of pollutants that have control banks. While not all of
them may pertain to a particular source, the procedure for adding and
maintaining a control bank is the same for each pollutant.

1. Click the Control Banks tab to display the control banks data.

I Department of
Environmental Protection
,goy EMIT

% STATE OF CONNECTICUT EMIT HOME
Logged in as : rswan1 Home = Inventory > Site Details = Help
Source Details
Tasks
XYZ INC
Emission Reporting Site: KYZ INC Client Number: 0
123 CORPORATE DRIVE Tovm-Prem: 00-00
Status: In Process [Locked) rswanO1
Help Period: 1396
Source: < (RO042) BLR BIGELOW B 25K#/H #4 >
General Help Reports Action Bookmarks Documents Notes Inventory

User Manual

Links Source Information Fuel & Materials Source to Stack H Control Banks ] Permit Limits ] Source Emissions
DEP Home Sulfur dioxide Actual Efficiency:0% oy
DEP Contacts Control Name Control Type Options
Test Control 7 - CENTRIFUGAL COLLECTOR - EFF 35-99+% Delete
Test Control 2 19 - CATALYTIC AFTERBURNER Delete
3
Rated Efficiency Captured Efficiency Adjustment for Actual Efficiency Options
Malfunction
(Effectiveness)
0% 0% 100.00 % 0% Edit
Volatile organic compounds (VOC) (No Controls) P

)

Nitrogen oxides (NOx) (No Controls)
Carbon monoxide (CO) (No Controls)
PM10, primary (No Controls)

PM10, filterable (No Controls)

PM2.5, primary (No Controls)

PM2.5, filterable (No Controls)

PM, condensable (No Controls)

Lead (No Controls)

Sulfur Oxides (S0x) (No Controls)

< <N 4l SN o<l <Nl <Nl <

Ammonia (No Controls)

Logout
Home | CT.gow Home | Send Feedback

State of Connecticut Disclsimer and Privacy Policy. Copyright 2002, 2003, 2004, 2005, 2008, 2007, 2008 and 2009 State of Connecticut.
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2. To add a control, select a control name from the drop-down list and then click [Add]. A
new control record appears in the Control and Efficiency grids.
0 The Control and Efficiency grids appear only if at least one
control exists.
3. To delete a control, click Delete in the Options column of the control to be deleted.
4. In the Efficiency grid, click Edit in the Options column of the control to be edited.
5. Rated Efficiency field: enter the rated efficiency of the control.
6. Captured Efficiency field: enter the captured efficiency of the control.
7. Adjustment for Malfunction (Effectiveness) field: enter the effectiveness of the
control, adjusted for any malfunctions.
8. Actual Efficiency field: system-calculated and populated.
9. Do one of the following:
e Click Save to save the control efficiency data.
e Click Cancel to cancel the control efficiency data update without saving the
updated data.

10. To add a note to a rated efficiency percentage, click the rated efficiency percentage to
display the appropriate fields to add a note. See Add a Note and/or Supporting
Documentation, beginning on page 22.

11. In the Speciated grid, click Edit in the Options column of the pollutant to be edited.

12. Pollutant Code field: system-populated.

13. Pollutant Name field: system-populated.

14. Pollutant Category field: system-populated.

15. Rated Efficiency field: enter the rated efficiency of the control.

16. Captured Efficiency field: enter the captured efficiency of the control.

17. Adjustment for Malfunction (Efficiency) field: enter the effectiveness of the control,
adjusted for any malfunctions.

18. Actual Efficiency field: system-calculated and populated.

19. Do one of the following:

e C(Click Save to save the speciated pollutant data.
e Click Cancel to cancel the speciated pollutant data updates without saving the
updated data.

20. Repeat the above procedure as needed for additional pollutant categories.

Exercise:
1. Click the Control Banks tab to display the control banks data.
2. In the Efficiency grid, select a control and click Edit.
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v

v ® N o

10.

12.
13.
14,

15.
16.

Rated Efficiency field: enter the rated efficiency of the control.
Captured Efficiency field: enter the captured efficiency of the control.

Adjustment for Malfunction (Effectiveness) field: enter the effectiveness of the
control, adjusted for any malfunctions.

Actual Efficiency field: system-calculated and populated.

Click Save to save the control efficiency data.

In the Speciated grid, select a pollutant and click Edit.

Pollutant Code field: system-populated.

Pollutant Name field: system-populated.

Pollutant Category field: system-populated.

Rated Efficiency field: enter the rated efficiency of the control.
Captured Efficiency field: enter the captured efficiency of the control.

Adjustment for Malfunction (Effectiveness) field: enter the effectiveness of the
control, adjusted for any malfunctions.

Actual Efficiency field: system-calculated and populated.

Click Save to save the speciated pollutant data.
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Module 17: View Source Emissions Data

The following procedure is used to maintain source emissions data.

There are 11 types of pollutants that have source emissions. While not
all of them may pertain to a particular source, the procedure for viewing
source emissions is the same for each pollutant.

1. Click the Source Emissions tab to display the source emissions data.

Department of
Environmental Protection

,goy EMIT

STATE OF CONNECTICUT EMIT HOME
Logged in as : trainer Home = Inventory = Site Details = Help
Source Details
Tasks
XYZ INC. X¥Z INC
Site: . Client Mumber: [u]
Inventory 123 CORPORATE DRIVE Town-Prerm: 00-00
Emission Reporting status: In Process Internal Update (Locked) - Training
F ' Trainlnternall
EES Pariod: z004
File Extract Source: (P0045) DETREX ¥5S £00 BATCH YVAPOR DEGR >
Reporting Period Reports Action Bookmarks Documents Inventory
Administration
I Source Informnation Fuel 2 Materials ] Source to Stack ] Control Banks ] Permit Crata Pearrnit Limits H Source Emissions
Help
Criteria Air Pollutants {CAP) =
General Help
Usarr M Pollutant Actual Emission Amt Summer Day
{tons/yr) Emissions (lbs/day)
Links YVolatile arganic commpounds (WOC) 0,39 0.0
Mitrogen oxides (M=) 0.0 0.0
DEF Home Carbon ronaoxide (CO) 0.0 0.0
PM10, prirnary 0.0
DEP Contacts Lead a0
Sulfur Oxides [(S0x] 0.0

Green House Gases {GHG) {No Pollutants)

Mon-Photo Chemically Reactive ¥OC HAPS (Mo Pollutants)
Other HAPS (No Pollutants)

Other Pollutants {(No Pollutants)

Photo Chemically Reactive YOC HAPS {No Pollutants)

PM - ¥OC HAPS (No Pollutants)

PM HAPS (No Pollutants)

Logout

Home | CT.gov Home | Send Feedback

State of Connecticut Dizclaimer and Privacy Policy. Copyright 2002, 2003, 2004, 2005, 2005, 2007, 2008 and 2009 State of Connecticut.

Source Emissions Tab

2. Expand a panel to view the system-populated pollutants for that panel. (The Criteria
Pollutants panel is expanded by default.

0 The Summer Day Emissions (Ibs/day) field appears only for
criteria pollutants.

3. Repeat the above procedure as needed to view additional pollutant categories.
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Module 18: Enter Miscellaneous Emissions Data

Perform the following procedure to enter miscellaneous emissions data.

1. Click the Site Details breadcrumb to return to the Site Details screen.

Department of
Environmental Protection
EMITOnline

<§ STATE OF CONNECTICUT EMIT HOME

Logged in as : rswan01 Home = Inventory = Site Details = Help

B[]/ A T =1 - v SV . P p v o S

Site Details Breadcrumb

2. Click the Misc. Emissions tab to display the miscellaneous emissions data.

Department of
Environmental Protection

,&0]{ EMIT

<.

% STATE OF CONNECTICUT EMIT HOME
Logged in as : trainer Home = Inventory > Help
Site Details
Tasks
XYZ INC.
» Inventory Site: XYZ INC. Client Humber: 0
o . 123 CORPORATE DRIVE Town-Prem: 00-00
» Emission Reporting In Process Internal Update (Locked) - Training
Status: A
F TrainInternall
I Pariod: 1996
» File Extract Reports Action Bookmarks Documents Notes Inventory

» Reporting Period

» Administration Site Information Site Ownership H Site Contacks H Site Emisszions Sources Misc. Emissions
Help Miscellaneous Emissions - {1 item) £i1dd Emission
Activity Description Pollutant Actual Summer Day  Options
» General Help Emissions Amt. Emissions
» User Manual tons/yr] Ibs/da
TED 1,1,1-Trichlaroethane 0.2500000 0.06000 Edit Delete
Links
» DEP Home

» DEP Contacts

Logout
Home | CT.gov Home | Send Feedback

State of C ticut Disclaimer and Privacy Policy. Copyright 2002, 2003, 2004, 2005, 2006, 2007, 2002 and 2009 State of Connecticut.

Misc. Emissions Tab
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3. Select a miscellaneous emission record from the Miscellaneous Emissions grid and
click Edit. The Edit Miscellaneous Emissions panel appears.

#) To add a miscellaneous emission record, click Add Emission in
the title bar of the Miscellaneous Emissions panel. The Add
Miscellaneous Emissions panel appears with blank fields. This
panel contains the same fields as the Edit Miscellaneous
Emissions panel.

To delete a miscellaneous emissions record, click Delete in the
Options column of the record to be deleted.

Edit Miscellaneous Emission

*Activity Description: \.ﬂ
*Ppollutant: WVolatile Organic Compounds - HC b

*Actual Emissions Amount: 3.0000

*Typical Ozone Daily 14 8000

Emissions Amount:

Save | | Cancel

AP et At PPl el o f O NP ottt P NNy e it Pt e

Edit Miscellaneous Emission Panel

4. Activity Description field: do one of the following:
e Enter the description of the activity causing the emissions.

e Click the plus sign (+) icon at the right of the Activity Description field to
select an existing activity in the system database.

This is a required field.
5. Pollutant drop-down list: select the name of the pollutant. This is a required field.

6. Actual Emissions Amount field: enter the actual emission amount of the pollutant, in
tons per year. This is a required field.

7. Typical Ozone Daily Emissions Amount field: enter the amount of ozone emitted
during a typical day, in pounds per day. This is a required field.

8. Do one of the following:
e Click to save the miscellaneous emissions data.

e Click to cancel the miscellaneous emissions data updates without saving
the updated data.

€ When adding a miscellaneous emissions record, click to
add the new pollutant.

Exercise:
1. Click the Site Details breadcrumb to display the Site Details screen.

2. Click the Misc. Emissions tab to display the miscellaneous emissions data.
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3. Click Add Emission in the title bar of the Miscellaneous Emissions panel. The Add
Miscellaneous Emissions panel appears.

ﬂ To edit a miscellaneous emission record, click Edit in the
Options Column on the Miscellaneous Emissions grid. The
Edit Miscellaneous Emissions panel appears with system-
populated fields that can be edited.

e Activity Description field: click the plus sign (+) icon at the right of the field to
select an existing activity in the system database.
5. Pollutant drop-down list: select a pollutant.

6. Actual Emissions Amount field: enter the actual emission amount of the pollutant, in
tons per year.

7. Typical Ozone Daily Emissions Amount field: enter the amount of ozone emitted
during a typical day, in pounds per day.

8. Click to save the miscellaneous emissions data.

#) When editing a miscellaneous emissions record, click to
save the updated pollutant data.
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Module 19: Submit an Emissions Report

Access
Emission Reporting : Search Inventory : Site Details : Site Information Tab
Tasks 1. Click Emission Reporting on the Navigation panel.
Inventory 2. Search for and select a record. The Site Details screen appears.
Emission Reporting— The Site Information tab is the default view.
Fees v OR
File Extract
Reporting Period 1. Click the Inventory tab.
gz:::;ramn 2. Drill down through the directory tree and select the applicable

site record. The Site Details screen appears. The Site
Information tab is the default view.

) Not all of the navigation links shown under the Tasks section shown
above are available to every user. Only links to tasks to which the user
has access are visible.

Procedure
The following procedure is used to submit an Emissions Report.

1. Click the Action tab. The Action panel appears.

Falloar oz

Action

Submit Emission Report

iy, o AR x s s
Action Tab

2. Click Submit Emission Report. The Emissions Reporting - Submission screen
appears and displays the Emissions Reporting Submission Checklist.

Site Details
Site Information records are ready ...
There is no Owner associated with this Site.
Site Contacts records are ready ...

W'

=3 & change was made te "Smith, JOHN | First Name"
W,

n

4 Site Emissions records are ready ...

& change was made to "Smith, JOHN | Last Name"

& change was made to "Smith, JOHN | Company”

r
Site Misc. Emissions records are ready ...

Source Details

Source Information records are ready ...

Ll IIWWE}E;M.‘
. P P T L W S

Emissions Reporting Submission Checklist
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The Emissions Reporting Submission Checklist provides a list of valid records, errors,
and/or warnings about the site. The following icons appear at the beginning of each line.

Icon Definition
VIvalid This area of the system has valid data without any warnings.
XlEerror This area of the system has critical data errors that prevent the submission

process from continuing until the errors are corrected.

f'ﬂWarning This area of the system has potential data problems that do not prevent the
submission process from continuing, but should be noted.

A brief description of the error or warning appears next to the icon. Clicking this message
displays the corresponding record within the appropriate screen and tab. Each area in the
checklist is broken up first by screen (Site Details, Source Details and SCC Details) and then by
the tabs within the screen.

Follow the steps below as appropriate.

3. Click an error message () or a warning message (&) to display the corresponding
record.

4. For error messages, make the necessary corrections. For warning messages, review the
data and make changes if needed.

5. Repeat steps 1-4 as necessary to view additional error or warning messages.

e PO s i
change was made to "Distillate Qil - < 10 Millicn Btu/hr ** | Actual Weeks
. change was made to "Distillate il - = 10 Million Btu/hr ** | Process Start Time".
change was made to "Distillate Qil - < 10 Millicn Btu/hr ** | Precess End Time".

change was made to "Distillate Qil - < 10 Million Btu/hr ** | Seasconal Use".

er Year".

I

=
P o

% There are no Emissions associated with SCC "Industrial Processes Miscellaneous Manufacturing Industries Miscellaneous Industrial
Processes Other Not Classified"

2\ There are no Emissions associzted with 5CC "Industrial Processes Miscellanesous Manufacturing Industries Miscellaneous Industrial

Processes Other Mot Classified”.

Permit Limits records are ready ...

Accept >> ] [ Cancel ]

e W P o WP VP S oy

Emissions Reporting Submission Checklist

6. When all error messages have been corrected and cleared, and all warning messages
have been reviewed, do one of the following:

o Click to proceed to the next Emissions Reporting - Submission
screen. Proceed to the next step.

e Click to cancel the Emissions Report submission process. The changes
made on the Emissions Report up to this point are valid, enabling you to
continue the process from this point at a later time.
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Department of
Environmental Protection

.gOV EMITOnline

» STATE OF CONNECTICUT

EMIT HOME
Logged in as : rswan01 Home = Inventory = Site Details = Help
Emissions Reporting - Submission
Tasks
XYZ INC
Emission Reporting Site: KVEZ INC Client Number: 0
123 CORPORATE DRIVE Town-Prem: 00-00
Status: In Process (Locked) - Ray Submitter
Period: 2009
Help
General Help
User Manual
Links Preview Emissions Report
DEP Home
DEP Contacts Prior to submitting the Emissions Report, please preview the Emissions Report.

Preview Submission

Certification and Submissions

Flease note that once you click the Submit for Approval... button, your submission becomes an official DEP record. You will not be
able to change the information once submitted.

I have personally examined and am familiar with the information submitted in this document and all attachments thereto, and 1
certify that based on reasonable investigation, including my inguiry of those individuals responsible for abtaining the information,
the submitted information is true, accurate and complete to the best of my knowledge and belief.

I understand that any false statement made in the submitted information may be punishable as a criminal offense under section
223-175 of the Connecticut General Statutes, under section 53a-157b of the Connecticut General Statutes, and in accordance with
any applicable statute.

Logout

Home | CT.gov Home | Send Feadback

State of Connecticut Disclaimer and Privacy Policy. Copyright ® 2002-2009 State of Connecticut.

Emissions Reporting - Submission Screen 2

7. Click |Preview Submission|. A preview copy of the Emissions Report, in PDF format,
appears in a separate browser window.

8. Review the Emissions Report to ensure that all data is correct. If not, follow steps 1-7
above as necessary.
= You can print and/or save the report using the standard controls
found on the Adobe Reader toolbar.

il :l]

9. In the Certification and Submissions panel, read the certification statement and do
one of the following:

e Click to proceed with the submission. An authentication question
appears and the [Submit for Approval | button is enabled.

e Click to cancel the Emissions Report submission process. You can
continue the process at a later time.
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Certification and Submissions

Please note that once you dick the Submit for Approval... butten, your submission becomes an official DEP record. You will not be
able to change the information cnce submitted.

I have perscnally examined and am familiar with the information submitted in this document and all attachments thereto, and I
certify that based on reasonable investigation, including my inguiry of those individuals responsible for obtaining the information,
the submitted information is true, accurate and complete to the best of my knowledge and belief.

I understand that any false statement made in the submitted information may be punishable as a criminzl offense under saction
223-175 of the Connecticut General Statutes, under section 53=2-137b of the Connecticut General Statutes, and in accordance with
any applicable statute.

[ | Agree ] [ Cancel ]

Knowledge Base Authorization

What is your favorite breakfast food? |Cereal

[ Submit for Approval ... ]

At TN i bttt N g PPN R oot PN

Certification and Submissions Panel

10. Answer the authentication question.

11. Click | Submit for Approval | to submit the Emissions Report. The Emissions
Reporting - Submission screen refreshes, confirming that the report
submission was successful and that a confirmation email was sent to all
applicable parties.
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Department of
Environmental Protection
.gOV EMITOnline

STATE OF CONNECTICUT EMIT HOME
Logged in as : rswan01 Home = Inventory = Site Details = Helg
Emissions Reporting - Submission
Tasks
XYZ INC
Emission Reporting Site: HYZ INC Client Number: 0
123 CORPORATE DRIVE Town-Prem: 00-00
Status: Submitted
Help Pericd: 2009

General Help
User Manual

Links An email has been sent to zll site and BAM employees.
DEP Home

Report submission was successful.

Logout
Home | CT.gov Home | Send Feedback
Emissions Reporting - Submission Screen (Successful Submission)
12.  Click to navigate back to the Site Details screen.
Exercise:
1. Click the Action tab. The Action panel appears.
2. Click Submit Emission Report. The Emissions Reporting - Submission screen
appears and displays the Emissions Reporting Submission Checklist.
3. Notice the three types of icons:
o Valid: this area of the system has valid data without any warnings.
. Error: this area of the system has critical data errors that prevent the
submission process from continuing until the errors are corrected.
. & Warning: this area of the system has potential data problems that do not
prevent the submission process from continuing, but should be noted.
4. Click an error message () to display the corresponding screen.
5. Make the necessary corrections.
6. Click the Action tab and then click Submit Emission Report to redisplay the Emissions

Reporting - Submission screen.
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10.

11.
12.

13.
14,

15.
16.

17.

Repeat the steps above until all of the error messages have been cleared.

Click a warning message (ﬁ) to display the corresponding screen.
Review the data and make changes if needed.

Click the Action tab and then click Submit Emission Report to redisplay the Emissions
Reporting - Submission screen.

Click to proceed to the next Emissions Reporting - Submission screen.

Click | Preview Submission|. A preview copy of the Emissions Report, in PDF format, appears
in a separate browser window.

Review the Emissions Report to ensure that all data is correct.

In the Certification and Submissions panel, read the certification statement and click
to proceed with the submission. An authentication question appears and the

|Submit for Approvall button is enabled.

Answer the authentication question.

Click | Submit for Approval | to submit the Emissions Report. The Emissions Reporting -
Submission screen refreshes, confirming that the report submission was successful and
that a confirmation email was sent to all applicable parties.

Click to navigate back to the Site Details screen. Notice that the fields are
now read-only. After you successfully submit an Emissions Report, you cannot make any
further changes.
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